
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
    Presented May 1, 2003 
 
 
 
 
 
 



RREESSPPOONNSSIIBBIILLIITTIIEESS  
  
CCoouunnttyy  
 
λ Copy Assignments  
λ Copy Prior year set up  
λ Direct Deposit Control Options 
λ Copy Volunteer Deductions 
λ Change Financial Year End 
λ Complete by June 14, 2002 
 
DDiissttrriiccttss  
 

λ Calendar Definitions       Pay.110 
λ Update Pay Tables      Pay.125 
λ Inactivate Unused Assignments   Pay.345 
λ Fiscal Year Absence/Leave Accrual   Pay.831 
λ Reset # of checks on Voluntary Deductions  Pay.850 
λ Contract Initialization     Pay.875 
λ Assignment Step Increment    Pay.840 
λ Recalculate Contract Amounts    Pay.876 
λ Update Deduction Rates     Pay.122 
 
 



λ PPaayyrroollll  CCaalleennddaarr  DDeffiinniittiioonnss e
λ PPAAYY..111100 

λ Contract Initialization  
 Pay.875 

λ Recalculate Contract Amounts
 Pay.876 

λ Assignment Step Increment 
 Pay.840 

 
 
 
 
 
 

Deduction Rates  Pay.122 
 
 
 
 
 

Use the same 
names used in 
previous years



λ PPaayyrroollll  CCaalleennddaarr  DDeeffiinniittiioonnss 
PPAAYY..111100  ((CCoonntt..))  

  
  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Enter beginning date and ending date of calendar.  

Beware! If your assignment dates are out of the range you will 
receive errors when in the assignment when using the hourly 
encumbrance program. 

Default all days to yes and then all of the days are flagged as work 
days. You will have less to change that way.  



λ PPaayyrroollll  CCaalleennddaarr  DDeeffiinniittiioonnss 
PPAAYY..111100  ((CCoonntt..)) 

 
 
 
 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
W  For a Work Day 
H For a Non-Paid Holiday 
P For a Paid Holiday 
N For a Non-work day 
“ “ (Blank) For a weekend  
 
You will have to Page down to move through the screens.  If you 
hit enter you will exit the edit.  



UUppddaattee  PPaayy  TTaabblleess  
PPAAYY..112255 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



IInnaaccttiivvaattee  UUnnnneecceessssaarryy  AAssssiiggnnmmeennttss  
PPAAYY..334455  

 
♦ For Clean up 

– Queries 

– Indexes 
♦ Turn “Currently Active?”  flag to ‘N’ even if out of date range 
♦ Do not delete, especially if used in the last fiscal of this calendar 

year   
  

FFiissccaall//AAbbsseennccee  LLeeaavvee  AAccccrruuaall  
PPAAYY..883311  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Can be done by: 
 Group 
 Job Code 
 Leave Code 



RReesseett  ##  ooff  CChheecckkss  oonn  VVoolluunnttaarryy  DDeedduuccttiioonnss  
PPAAYY..885500  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



EEmmppllooyyeeee  CCoonnttrraacctt  IInniittiiaalliizzaattiioonn  
PPAAYY..887755  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Runs off Contract end date NOT Assignment end date 

Best if cleaned up prior to running 
Can restrict to specific jobs 
Be sure to flag Clear Paid-to-dates to yes 
Only use the Recalculate Contract days off Calendar if all assignments  

have the calendar entered. 



 
AAssssiiggnnmmeenntt  SStteepp  IInnccrreemmeenntt  

PPAAYY..884400 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Can be done by: 
 Group  

Job Code 
Pay Table 

Can blanket change the assignment active dates  

Can suppress step increments 
Exclude Inactive Employees? 



RReeccaallccuullaattee  AAssssiiggnnmmeenntt  CCoonnttrraacctt  AAmmoouunnttss  
PPAAYY..887766 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Can be done by: 
 Group  

Job Code 
Pay Table 

  
 



UUppddaattee  DDeedduuccttiioonn  RRaatteess    
PPAAYY..112222 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



UUppddaattee  DDeedduuccttiioonn  RRaatteess    
PPAAYY..112222 

 


